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How do I assign a recooeo| i

Buyer?

When the requisition needs to have the buyer assigned or updated.

select a buyer for a specific requisition.

I Login I [:> 1.Login into the PeopleSoft eProcurement ver.8 system and prepare to

-

Navigation ‘ [:> 2. Follow the navigation into ePro8

-

Manage Requisitions 4. Within the Manage Requisitions, you will be able to replace a buyer or

3. Select Manage Requisitions from the panel selections available.
[:> select a buyer when a buyer is not defaulted.

-

5. Accessing the buyer selection screen.
Buyer Select Panel 6. Adding criteria will enable you to reduce the number of requisitions being

searched

-

Buyer Selection ‘ [:> 7. Accessing all available requisitions without buyers.

-

Replace Buyer ‘ I::> 8. Selecting a replacement buyer from the list.

-

Replacement Defaulted ‘ [:> 9.Buyer has been selected and saved.
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Step 1: Login

2 of 9

>

Launch Internet Explorer (IE)

o Follow instructions for selecting Web location for PeopleSoft ePro8
Press OK and YES for the two security pop-ups.

o Enter the login name as directed by instructor (UPPERCASE only)
Password is the same as Login (UPPERCASE only)

a PeopleSoft 8 Sign-in - Microsoft Internet Explorer

J FEile Edit Miew Favortes Tools Help |

5 ="
= s D | A E S| S
Back Farad Stop  FRefiesh  Home Search Favorites  Historp PFrint Discuss
| udehess [@] hitps. /stargate. bl gov.8443/serviets/iclientservet/E PROVAL/7emd=login ~| @Ge |JLmks &) EPROBYAL Sigrvin €8] EPROBDEY Signein -~
L Enaglish Espafiol Frangais

Italiano Deutsch Frangais du Canada
BFEE Portugués  Mederlands
EBPT gvenska

User ID: IJJBEWEN
Password: I\

CUSTOMERS EMPLOYEES -SUFFLIERS

|® 2000 PeopleSoft Incorporated. Al fights reserved. People power the intemet” W
2 AT EE R =l

3] [ 5 [® inemet Z

~

frfrerreer



~

[ /\
How do I assign a reccoee| |

Buyer?

Step 2: Navigation

eProcurement
eProcurement Home

Start

& 4 4 3

eProcurement Home

/3 New Req Entry - Microsoft Intemnet Explorer [_[a]x]
| Fle Edit View Favoies Took Help |

J@.».@ ﬁ‘@@@ B & 5 w . 2

Back Farand Stop Refresh Home Search Favarites Histary Mail Size Print Edit Meszenger

| Addiess [ hitp: stargate IbLaov:B080/ servlets iclientseret/EPR ODEV, Tomd=startt = @6 |j Links *
Horme = eProcurement = eProcurement Home = Start

Y
& Email Requisition {a Start eProcurement Home
@ eFrocurement Home

£ Home

&) [ |4 intemet
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Step 3:

= Manage Requisitions

ntemnet Explon

Select Function

~

frfrerreer

RKELEY LAB

e s Tools Help

=
- Q G B B # 5 w .2
Forard Stop  Relresh  Home Seach  Favortes  History Mail Size Frint Edit Messenger

J Address I@ hitp://stargate. Ibl. gov- 8080/ servlets/iclientservlet/E PRODEY/?ocmd=startd

=] @B [|Liks

o

/’EQ Wianage Requisitions

« Review existing requistions, edt, vig

Buwer Station

Create, edt, or approve purchase
Orers, SOUFCE requisitions and process
change requests

Eeceive
Create, edt, and process receipts and
return ta vendors

#® &

Supplier Station
Create inwoice from purchase orders and
view invoices

b
-
;

Home = eProcurement » eProcurement Home » Start » eProcurement Home

Create Requisition

4

Dlewy Window

eProcurement Homepage for: John Marshall

3 Create a newy requisition by browsing or
searching company and externsal
cetalogs

My Profile
Maclity information shout vourself and
your personal preferences

Administration

Administer eProcurement: security,
purchasing options, control data, and
users

Procurement Card

Request a procurement card, view
tranzactions, mairtain merchant cross
reference

Manage Approvals
Review requistions where you are part
of the approval process
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Step 4:

» Click on the Buyer Selection

; Manage - Microsoft Internet Explorer

| Fle Edt View Favoites Took Help

hyperlink

Accessing the Buyer Selection Panel

~

frfrerreer

RKELEY LAB

J<.‘=.->v

Back Famvard! Stop  Refresh  Haome

Q G

Search Favorites  Histary

D

tail

Print

Edif

| Addiess [&] hitps: stargate Ibl gov: 8443 /serviets/icientsarviet EPRODEV, Tomd=starti | fmu\u Links &7Best of the Web  &] Channel Guid)

e &1 Customize Links &1 Free Hothail &

\

o\
Sort By Requisition Date | Seort Order
Date From 031812002 @

Dycycle  §F Ecit

o Workflowy

<F Submit

Req. Name Bus.Unit  Date Status

Q000000596 LBML 04/12/2002 Pending
Qooo0on5s9 LBML 04/11/2002 Pending
0000000564 LBMNL 04/03/2002 Pending
Q000000561 LBMNL 04/01/2002 Pending
0000000535 LBMNL 032172002 Pending

information on the details page.

eProcurementHome  Create New R

¥ cancel

{[yRe-Open

Total

15000 ) &

150000 &

500000 #

50000 #

5980

Inguire Change Request

Descending  ¥| P
Through Date |04/15/2002 @

0

Bgchange

£ Home

ridlist 2 Help

X X X %X X

[ Receive

Use this page to review the status of your Requisitions, Edi¥Cancel Requisitions, make a Change
Reguest, Receive a PO, or Return an ltem to the Vendar. To see the details of 2 specific Requisition just
click on the Reguisition Name link, Ifa PO has been created for a Requisition you can view the PO

Inguire Receipts

1= [ 1505 [ =
Budget
Status ReIURSter
Valid
Budget KPACE
Check

Valid

Budget KPACE
Check

Valid

Budget KPACE
Check

Valid

Budget KPACE
Check

Valid

Budget KPACE
Check

Entered By

John Speros

John Speros

John Skeros

John Sperd

Reqguisition Report Buyer Assignment

=
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Step 5: Buyer Selection

» The Status will default to “A” for “Approved Requisitions”.

» Enter a Selection Criteria for the requisition of the “Requisition ID, Requester, Category ID, Vendor ID, or Default
Buyer”

» Click the “Search” button.
» Requisitions matching your criteria will be displayed in the fields.

PO-6 050 eime plore _ |5 x

JE\Ie Edit  ‘“iew Favaites Tool: Help

3 =
S ) o | @ B 9 o
Back Farpard Stop  Refiesh  Home Search Favortes  History Mail Frint Edit
JAgdress@ hitps:/stargate bl gov: 8443/ servlets iclientservlet EPRODEV/ Zomd-=startt, || @ Ga HLmks &]Best of theweb @] Channel Guide ] Custamize Links 48] Free Hothail B
) £ Home 3 i Sigh Qut
Haome = eProcurement = Main Menu = Lise = Buyer Assignment Mew Window =
{ Assign Buyer
Y Q| I = e
Status:  Requisition ID: Requester; Category ID; Vendor ID:

e

Requisition ID  Req Line Price Buyer Details  Ship To CategoryID  Vendor ID

[ | Detis |

=l
&1 Dere e T
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Step 6: Replace Default Buyer

» Click on the “Mag Glass” button to display the “Buyer Selegtion”

a 2z LBNL PD-63 - Microsoft Internet Explorer
]E\|E Edii Miew Favoites Took  Help

I S R A B e £

Back Fanerd Stop  Refresh  Home Search Favorites  Histary

2

Mail Fiirt Ed

(L

»,

]AﬁdlessIE itps:/stargete b gov: B43/servetsolintservlel EPRODEV Aomd=start. | @G, Hunks ] Best of the Web achamewde &) Custoize Links €] Free HolMal
/

z4

£ Home # Help

Horme » gProcurement = Main bleny = Use = Buyer Assignment Dew Window

/ Assign Buyer

Y ] (Y

Status:  Requisition ID: Requester: Category ID: Vendor 2

| i, |
= Q
[«

Al <[4 aors [ 5]

RequisitionID ReqlLine  Price Buyer Qetails  Ship To CategoryID Vendor ID
10000000591 1 33.00000 @I etails | 069-0150 COMP
20000000590 1 5.00000 o Details | 068-0150 COMP

30000000588 1 7.00000 Q| Details | 069-0150 COMP

S Sign Out

@& RET

7 of 9

~

frfrerreer

BERKELEY LAB

A
]!




~

. A
How do I assign a reccooc)| |
Buyer?

Select Buyer

» Click on the “Lookup” button

A\

Select “Buyer” from the list

» Double-click “Buyer”

rosoft Internet Explorer

Edit  View Favorites

J4=.-> Q & 3

¢
Back Forwarnd Stop  Refresh  Home ‘ Search Favortes  History

Tools  Help

Mal Pt Edi
jAgdvess@ hitps://stargate.lbl gov: 8443/ servlets/iclientservlet/EPRODEV/ Pomd-=starth, ¥ || ¥ Ga HLinks & Best of the'web @] Charnel Guide @] Custamize Links 4] Free Hothail &

Haome = ePracurement = Main Menu = Use = Buyer Assignment

e iind o

Lookup Buyer

Buyer |

Advanced Logkup

Search Results

110 o1 10
Buyer Name
G Peterson,Denis
BUYER 2 Bryan Buyer
CFCHALLE Craig Challhom
CGHOPKIN Hopking, Craig
EBRIECKH Kieckhefer, Erick
JHMAREHA John Marshall
JPSPEROS John Speros
MGFRIDAY Mia Friday
B_MNATHAMN R_MATHAM: Ragu
VB2 Jeireys Jenny

’_ ’—é_ |i Internet
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Step 7: Replacement Buyer selected

» The new buyer is displayed in the field.

a zz LBENL PO-63 - Microsoft Internet Explorer

| Fie Edt View Favoites Tools Help

J@-»-@ﬁﬁ @@@[@-

Back Farward Stop  Refresh  Home Search Favaorites  Histary Mail Print. Edit
| Address |@ https: //stargate bl gov: 8443/ serviets iclientserviet/EPRODEY/ Pemd=starth: ];| @G |j Links &]Bestof theWweb @] Channel Guide @] Customize Links  &] Free HotMail
f

@ Home

Home = eFrocurement = Main Menu = Use = Buyer Assignment New Window -

{ Assign Buyer

a al

Category ID: Vendor ID:

Al al

Status:  Requisition ID: Requester:

e
Search l—ﬂ
&

View Al

Details ~ Ship To CategoryID  Vendor ID
33.000Q0 [IPSPEROS Q) Details | 069-0150 COMP
2 0000000580 1 5.00000 — Q| | Details | 06g-0150 comP

3 0000000588 1 7.00000 Q) Details |088-0150 COMP

RequisitionID ReqLine  Price

1 0000000591

1

|&] Done [ S [ intemet

> Click on the @222 bytton at the bottom of the panel.
» The new buyer will come across onto the requisition through the “Backbone Interlink”.
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